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SECTION 7.   PROPERTY BOOK 

7.1  Property Book.  This functional area contains the primary processes required for 
property book operations.  It includes Authorizations, Administrative Adjustment Report, 
Asset Adjustments, Lateral Transfers, Serial No., Registration No., Lot Updates, Unit 
Transfer/Task Force/Split Operations, and UIC Change Transactions.  From the Main 
Menu, click Property Book to display the Property Book Menu. 

 
Figure 7.1-1   Property Book Menu 

NOTE:  Document numbers for property book transaction use the following construct: 
UIC, Julian Date, and Serial Number.  Example:  WD4MC021560004. 

7.2.  Authorizations.  This selection allows access to the Authorization and Balance 
Table; both Logistics the Army Authorization Document System (LOGTAADS) and Non-
LOGTAADS authorized Line Item Numbers (LIN).   

a. Although Authorizations has seven menu selections, they appear as tabs on one 
of two screens, the Authorizations screen or the LOGTAADS Authorization Listings 
screen. 
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b. The Authorizations screen has three tabs, View/Update Authorization, Add 
Authorization, and UIC/Paragraph Listing.  Access to all three is available from the 
menu (Figure 7.2-1). 

 
Figure 7.2-1   Authorizations Screen Tabs 

c. The LOGTAADS Authorization Listings screen has four tabs, Visibility Listing, 
Change Listing, Exception Listing, and Deactivation Listing.  Access to all four is 
available from the menu (Figure 7.2-2). 

 
Figure 7.2-2   LOGTAADS Authorization Listings Screen Tabs 

7.2.1  View/Update Authorization.  Use this tab to view and update selected property 
book authorizations. 

a. From the Property Book menu, click View/Update Authorization to display the 
Authorizations screen, View/Update Authorization tab (Figure 7.2-3).  

 
Figure 7.2-3   Authorizations Screen, View/Update Authorization Tab 

22 CFR 125.4(b)(3) applicable  
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b. Click the Find button to display the UIC Search screen (Figure 7.2-4). 

 
Figure 7.2-4   UIC Search Screen 

c. Click the UIC to select the unit. If no UICs appear, enter a complete, or partial, 
UIC in the UIC field and click the GO button. 

d. Click the list control buttons to navigate the authorizations list. 

(1) Click the Next button to display the next page of authorizations. 

(2) Click the Prev button to display the previous page of authorizations. 

(3) Click the First button to display the page of authorizations. 

(4) Click the Last button to display the last page of authorizations. 

22 CFR 125.4(b)(3) applicable  
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7.2.1.1  Updating the Authorization List. 

a. To update a record, click the LIN to display the Update Authorization screen 
(Figure 7.2-5). 

 
Figure 7.2-5   Update Authorization Screen 

Legend for Figure 7.2-5 
Field Label Field Name Description 
TAC Type Authorization Code Identifies the type of authorization an item 

received. Cannot change if TAC is 1 or 2 
ERC Equipment Readiness 

Code 
Identifies equipment for readiness 
reporting purposes. Cannot change if TAC 
is 1 or 2 

Req Qty Required Quantity Amount of items specified by an 
authorization document (MTOE, TDA, 
JTA) needed to fulfill the mission of the 
unit.  Cannot change if TAC is 1 or 2 

Auth Qty Authorized Quantity Amount of items specified by an approved 
authorization document (MTOE, TDA, 
JTA, CTA) needed to fulfill the current 
mission of the unit.  Cannot change if TAC 
is 1 or 2. 

SRI Special Reporting Item 
Code 

Identifies special reporting requirements of 
items by UIC and LIN for unit equipment 
readiness reporting IAW AR 220-1. 

Auth Doc Nr Authorization Document 
Number 

Authorization document that authorizes the 
item to the unit. Cannot change if TAC is 1 
or 2 

 
b. Input the desired data and click the Apply button. 

22 CFR 125.4(b)(3) applicable  
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c. When the confirmation box appears, click the OK button. 

7.2.1.2  Deleting an Authorization. 

a. An authorization may be deleted, if the selected LIN meets the following 
conditions: 

(1) The on-hand quantity equals zero. 

(2) There are no Serial/Registration/Lot Numbers. 

(3) The due-in quantity equals zero. 

(4) All transactions in suspense must be cancelled, completed, or have a DIC of 
AC_ that has to be processed and confirmed. 

b. Click the Delete check box for the LIN (Figure 7.2-6) 

 
Figure 7.2-6   Authorizations Screen, View/Update Authorization Tab, Delete Selected 

c. Click the Delete button. 

d. When the confirmation box appears, click OK to confirm or Cancel to deny. 

e. Click OK on the dialog box. 

22 CFR 125.4(b)(3) applicable  
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7.2.1.3  Search.  Use the Search function to find specific records in the database. 

a. Click the Search button to display the View/Update Authorization Search 
screen (Figure 7.2-7). 

 
Figure 7.2-7   View/Update Authorization Search Screen 

b. Enter the search criteria in the appropriate fields. 

c. Click the Search button to execute the search.  

d. Click Reset to clear the fields 

NOTE:  For more information on searches, see section 4. 

7.2.1.4  Insert. 

a. Click the Insert button to display the View/Update Authorization Add 
Authorizations screen (Figure 7.2-8). 

 
Figure 7.2-8   Add Authorization Screen 

22 CFR 125.4(b)(3) applicable  
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b. Using Insert performs the same function as the Add Authorization tab; see 
paragraph 7.2.2. 

7.2.1.5  Print. 

a. To print the Authorizations – View/Update report using Excel, click the Print 
button. 

b. For further information about printing with Excel, see section 4. 

7.2.2  Add Authorization.  Use this function to add an authorized LIN/NSLIN record to 
the ABF.  The Added Authorizations fall under criteria other than LOGTAADS, and 
include CTA, and/or other authorization documents.  

a. From the Property Book menu, click Add Authorization to display the 
Authorizations screen, Add Authorizations tab (Figure 7.2-9).   

 
Figure 7.2-9   Authorizations Screen, Add Authorization Tab 

22 CFR 125.4(b)(3) applicable  
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Legend for Figure 7.2-9 
Field Label Field Name Description 
LIN Line Item Number Six position code that identifies an 

equipment item 
ERC Equipment Readiness 

Code 
Identifies equipment for readiness 
reporting purposes 

SRI Special Reporting Item 
Code 

Identifies special reporting requirements of 
items by UIC and LIN for unit equipment 
readiness reporting IAW AR 220-1. 

PBIC Property Book 
Identification Code 

One position code that identifies the type 
of property contained in a property book. 

Req Qty Required Quantity Amount of items specified by an 
authorization document (MTOE, TDA, 
JTA) needed to fulfill the planned mission 
of the unit.  Cannot change if TAC is 1 or 2 

Auth Doc Nr Authorization Document 
Number 

Authorization document that authorizes the 
item to the unit 

TAC Type Authorization Code Identifies the type of authorization an 
item received. 

Auth Qty Authorized Quantity Amount of items specified by an approved 
authorization document (MTOE, TDA, 
JTA, CTA) needed to fulfill the current 
mission of the unit.  Cannot change if TAC 
is 1 or 2. 

 
b. Click the Find button to display the UIC Search screen (Figure 7.2-10). 

 
Figure 7.2-10   UIC Search Screen 

22 CFR 125.4(b)(3) applicable  
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c. Click the UIC to select the unit. If no UICs appear, enter a complete, or partial, 
UIC in the UIC field and click the GO button. 

NOTE:  An authorization record can be established for the same LIN/NSLIN, but using a 
different PBIC.   

d. Enter the LIN.  The LIN must exist in the catalog.  

e. Select the desired PBIC from the LOV. The default is “8”. 

f. If desired, select a TAC from the LOV. 

(1) The TAC controls the Auth Doc Nr: field and vice versa. 

(2) TAC “A” is for LOGTAADS and cannot be selected. 

(3) TACs 3, 8, and 9 prevent changes to the ERC. 

g. Select the desired ERC from the LOV.  

h. If desired, enter a Req Qty and an Auth Qty. 

i. If desired, select an SRI. 

j. If a TAC was selected, the Auth Doc Nr field will be filled.  However, the TAC 3 
has two possible entries, CTA 50-900 and CTA 50-909.  Select the correct entry. 

k. Click the Apply button to save the changes to the database. 

l. To print the Add Authorizations report using Excel, click the Print button and 
follow the prompts.  

NOTE:  For further information about printing with Excel, see section 4. 
 

22 CFR 125.4(b)(3) applicable  
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7.2.3  LOGTAADS Visibility Listing.  This process displays and prints the LOGTAADS 
Visibility Listing.  The Visibility Listing provides a list of all the unit’s LOGTAADS 
authorizations.  The LOGTAADS Change Listing, LOGTAADS Exception Listing, and 
LOGTAADS Deactivation Listing are accessible from this screen. 

a. From the Property Book menu, click LOGTAADS Visibility Listing to display 
the LOGTAADS Authorization Listings screen, Visibility Listing tab (Figure 7.2-11). 

 
Figure 7.2-11  LOGTAADS Authorization Listings Screen, Visibility Listing Tab 

b. Click the Find button to display the UIC Search screen (Figure 7.2-12). 

 
Figure 7.2-12 UIC Search Screen 

22 CFR 125.4(b)(3) applicable  
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c. Click the UIC to select the unit. If no UICs appear, enter a complete, or partial, 
UIC in the UIC field and click the GO button. 

d. Click the list control buttons to navigate the authorizations list. 

(1) Click the Next button to display the next page of authorizations. 

(2) Click the Prev button to display the previous page of authorizations. 

(3) Click the First button to display the page of authorizations. 

(4) Click the Last button to display the last page of authorizations. 

e. To search the database for specific records: 

(1) Click the Search button to open the Visibility Listing Search screen (Figure 
7.2-13). 

 
Figure 7.2-13   Visibility Listing Search Screen 

(2) Enter the desired search criteria. 

(3) Click the Search button to execute the search. 

(4) Click Reset to clear the fields. 

(5) Click Close to exit the screen. 

NOTE:  For more information about searches, see section 4. 

f. Click the Print button to print the LOGTAADS Visibility Listing using Excel. 

NOTE:  For further information about printing with Excel, see section 4. 

22 CFR 125.4(b)(3) applicable  
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7.2.4  LOGTAADS Change Listing.  This process displays and prints the LOGTAADS 
Change Listing.  The Change Listing provides a list of LOGTAADS authorization 
changes, such as ERC, authorized quantity, etc.  The LOGTAADS Visibility Listing, 
LOGTAADS Exception Listing, and LOGTAADS Deactivation Listing are accessible 
from this screen. 

a. From the Property Book menu, click LOGTAADS Change Listing to display 
the LOGTAADS Authorization Listings screen, Change Listing tab (Figure 7.2-14). 

 
Figure 7.2-14   LOGTAADS Authorization Listings Screen, Change Listing Tab 

b. Click the Find button to display the UIC Search screen (Figure 7.2-15). 

 
Figure 7.2-15   UIC Search Screen 

22 CFR 125.4(b)(3) applicable  
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c. Click the UIC to select the unit.  If no UICs appear, enter a complete, or partial, 
UIC in the UIC field and click the GO button. 

d. Select the Effective Date from the Eff Date LOV. 

e. Click the list control buttons to navigate the change list. 

(1) Click the Next button to display the next page of the list. 

(2) Click the Prev button to display the previous page of the list. 

(3) Click the First button to display the page of the list. 

(4) Click the Last button to display the last page of the list. 

f. To search the database for specific records: 

(1) Click the Search button to open the Change Listing Search screen (Figure 
7.2-16). 

 
Figure 7.2-16   Change Listing Search screen 

(2) Enter the desired search criteria. 

(3) Click the Search button to execute the search. 

(4) Click Reset to clear the fields. 

(5) Click Close to exit the screen. 

NOTE:  For more information about searches, see section 4. 

g. Click the Print button to print the Change Listing using Excel. 

NOTE:  For further information about printing with Excel, see section 4. 

22 CFR 125.4(b)(3) applicable  
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7.2.5  LOGTAADS Exception Listing.  This process displays and prints the LOGTAADS 
Exception Listing.  The Exception Listing provides a list of units that require exception 
handling by the property book office.  The LOGTAADS Visibility Listing, LOGTAADS 
Change Listing, and LOGTAADS Deactivation Listing are accessible from this screen. 

a. From the Property Book menu, click LOGTAADS Exception Listing to display 
the LOGTAADS Authorization Listings screen, Exception Listing tab (Figure 7.2-
17). 

 
Figure 7.2-17   LOGTAADS Authorizations Listings Screen, Exception Listing Tab 

b. Click the list control buttons to navigate the exceptions list. 

(1) Click the Next button to display the next page of the list. 

(2) Click the Prev button to display the previous page of the list. 

(3) Click the First button to display the page of the list. 

(4) Click the Last button to display the last page of the list. 

22 CFR 125.4(b)(3) applicable  
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c. To search the database for specific records: 

(1) Click the Search button to open the Exception Listing Search screen 
(Figure 7.2-18). 

 
Figure 7.2-18   Exceptions Listing Search Screen 

(2) Enter the desired search criteria. 

(3) Click the Search button to execute the search. 

(4) Click Reset to clear the fields. 

(5) Click Close to exit the screen. 

NOTE:  For more information about searches, see section 4. 

d. Click the Print button to print the Exception Listing using Excel. 

NOTE:  For further information about printing with Excel, see section 4. 

22 CFR 125.4(b)(3) applicable  
7-15 



AIS Manual GCSS-A/T PBUSE EM 
1 January 2003 

 
 

7.2.6  LOGTAADS Deactivation Listing.  This process displays and prints the 
LOGTAADS Deactivation Listing.  The Deactivation Listing provides a list of units 
designated for deactivation.  The LOGTAADS Visibility Listing, LOGTAADS Change 
Listing, and LOGTAADS Exception Listing are accessible from this screen. 

a. From the Property Book menu, click LOGTAADS Deactivation Listing to 
display the LOGTAADS Authorization Listings screen, Deactivation Listing tab 
(Figure 7.2-19). 

 
Figure 7.2-19   LOGTAADS Authorizations Listings Screen, Deactivation Listing Tab 

b. Click the list control buttons to navigate the deactivation list. 

(1) Click the Next button to display the next page of the list. 

(2) Click the Prev button to display the previous page of the list. 

(3) Click the First button to display the page of the list. 

(4) Click the Last button to display the last page of the list. 

22 CFR 125.4(b)(3) applicable  
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c. To search the database for specific records: 

(1) Click the Search button to display the Deactivation Listing Search screen 
(Figure 7.2-20). 

 
Figure 7.2-20   Deactivation Listing Search 

(2) Enter the desired search criteria. 

(3) Click the Search button to execute the search. 

(4) Click Reset to clear the fields. 

(5) Click Close to exit the screen. 

NOTE:  For more information about searches, see section 4. 

d. Click the Print button to print the Deactivation Listing using Excel. 

NOTE:  For further information about printing with Excel, see section 4. 

22 CFR 125.4(b)(3) applicable  
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7.2.7  UIC/Paragraph Listing.  This process displays and prints a UIC/Paragraph Listing. 
The UIC/Paragraph Listing provides a list of all Paragraphs on file for a specified UIC. 

a. From the Property Book menu, click UIC/Paragraph Listing to display the 
Authorizations screen, UIC/Paragraph Listing tab (Figure 7.2-21). 

 
Figure 7.2-21   Authorizations Screen, UIC/Paragraph Listing Tab 

b. Click the Find button to display the UIC Search screen (Figure 7.2-22). 

 
Figure 7.2-22   UIC Search Screen 

22 CFR 125.4(b)(3) applicable  
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c. Click the UIC to select the unit.  If no UICs appear, enter a complete, or partial, 
UIC in the UIC field and click the GO button. 

d. To search the database for specific records: 

(1) Click the Search button to display the UIC/Paragraph Search screen (Figure 
7.2-23). 

 
Figure 7.2-23  UIC/Paragraph Search Screen 

(2) Enter the desired search criteria. 

(3) Click the Search button to execute the search. 

(4) Click Reset to clear the fields. 

(5) Click Close to exit the screen. 

NOTE:  For more information about searches, see section 4. 

e. Click the Print button to print the UIC/Paragraph Listing using Excel. 

NOTE:  For further information about printing with Excel, see section 4. 

22 CFR 125.4(b)(3) applicable  
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7.3  Administrative Adjustment Report.  Use this process to make minor adjustments to 
the property book and print a DA Form 4949. 

a. From the Property Book menu, click Administrative Adjustment Report to 
display the Administrative Adjustment Report screen, Materiel Items tab (Figure 7.3-
1). 

 
Figure 7.3-1   Administrative Adjustment Report Screen, Materiel Items Tab 

22 CFR 125.4(b)(3) applicable  
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b. The Materiel Items tab is divided into three (3) data areas, as shown in figure 7.3-
2. 

 

1 

2 

3

 
Figure 7.3-2   Administrative Adjustment Report Screen, Materiel Items Tab 

Legend for Figure 7.3-2 
Number Data Area Function 
1 LIN Lists the Line Item Numbers belonging to the selected unit. 
2 LIN Detail Details the items associated with the selected LIN. 
3 Selection  Lists the individual items selected for adjustment. 
 

22 CFR 125.4(b)(3) applicable  
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7.3.1  Creating an Administrative Adjustment. 

a. Select the desired UIC from the UIC LOV. 

b. Select the desired action from the Adjustment Action LOV (Figure 7.3-3). 

 
Figure 7.3-3   Asset Adjustment Report, Adjustment Action LOV 

c. Select the LIN from the list table. 

(1) If the selected LIN has items eligible for adjustment, the detail information 
appears in the LIN detail area. 

(2) If nothing appears in the LIN detail area, the item is not eligible for 
adjustment. 

d. Select the unique item from the list table. 

22 CFR 125.4(b)(3) applicable  
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e. After highlighting the particular item needing adjustment, click the Select button 
to add the item to the selection list (Figure 7.3-4). 

 
Figure 7.3-4   Administrative Adjustment Report Screen, Materiel Item Tab, Items 

Selected 

f. To remove any records from the selection list, highlight the record and click the 
Delete button. 

g. After selecting all of the desired items for adjustment, click the Apply button to 
assign a document number (Figure 7.3-5). 

 
Figure 7.3-5   Document Number Dialog Box 

h. Click the OK button to close the dialog box. 

22 CFR 125.4(b)(3) applicable  
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i. Click Administrative Change to display the Administrative Adjustment 
Report screen, Administrative Change tab (Figure 7.3-6). 

 
Figure 7.3-6   Administrative Adjustment Report Screen, Administrative Change Tab 

j. If the document data fails to appear, click the Refresh button. 

k. Select the document number from the Doc Num LOV. 

(1) If the Adjustment Action is “Make/Model Change” or “Disassembly”, the tab 
appearance is similar to Figure 7.3-7. 

 
Figure 7.3-7  Administrative Change Tab, Make/Model Change or Disassembly 

22 CFR 125.4(b)(3) applicable  
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(2) If the Adjustment Action is “Assembly”, the tab appearance is similar to Figure 
7.3.8. 

 
Figure 7.3-8   Administrative Change Tab, Assembly 

(3) For all other Adjustment Actions, the tab appearance is similar to Figure 7.3-
6. 

l. Select the Type Action Code from the LOV.  The default is “S”. 

Code Definition 
C Cancel 
S Suspend 
P Post 

 
m. While the Type Action Code is “S”, make the appropriate changes in the 

applicable field and click the Apply button. 

n. Click the Generate Form button to print a DA Form 4949 and follow the prompts. 

NOTE:  The 4949 must be printed prior to posting the adjustments. 

o. Select the Type Action Code “P” from the LOV and click Apply to complete the 
transaction. 

22 CFR 125.4(b)(3) applicable  
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7.3.2  Modifying A Suspended Adjustment. 

a. Click the Administrative Changes tab. 

b. Select the document number from the LOV to populate the screen (Figure 7.3-9). 

 
Figure 7.3-9   Administrative Adjustment Report Screen, Administrative Change Tab 

c. If the document data does not appear, click Refresh. 

d. While the Type Action Code is “S”, make the appropriate changes in the lower 
data list area and click the Apply button. 

e. Click the Generate Form button to print a DA Form 4949 and follow the prompts. 

Note: The 4949 must be printed prior to posting the adjustments. 

f. Select the Type Action Code “P” from the LOV and click Apply to complete the 
transaction. 

22 CFR 125.4(b)(3) applicable  
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7.3.3  Search.  The Administrative Adjustment process has three search functions.  Two 
of the searches, Search Asset and Search Asset Detail, are located on the Materiel Item 
tab, and the third, Search, is located on the Administrative Change tab.  Search Asset 
and Search are general in nature, while Search Asset Detail is useful for locating 
specific items. 

a. Click the Search button on the Materiel Item tab, or on the Administrative 
Change tab, to open the Administrative Adjustment Search screen (Figure 7.3-10). 

 
Figure 7.3-10   Administrative Adjustment Search Screen 

b. Click the Search Details button on the Materiel Item tab to open the 
Administrative Adjustment Asset Details Search screen (Figure 7.3-11). 

 
Figure 7.3-11   Administrative Adjustment Asset Details Search Screen 

c. Select the data element to search by from the Column Name LOV. 

d. Enter the Value and then click the Find button. 

e. Click Close to exit the screen. 

f. View the search results on the Materiel Item tab. 

NOTE:  For further assistance with searches, see section 4. 

22 CFR 125.4(b)(3) applicable  
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7.4  Asset Adjustments.  Use this process to add, modify, and delete materiel item data 
and to update suspense actions. 

a. From the Property Book menu, click Asset Adjustments to display the Asset 
Adjustments screen, Materiel Item tab (Figure 7.4-1). 

 
Figure 7.4-1   Asset Adjustment Screen, Materiel Items Tab 

b. The Asset Adjustment screen has two tabs, Materiel Items and Suspense 
Actions. 

7.4.1  Materiel Items.  The Materiel Items tab is used to add, modify and delete materiel 
items associated with a particular LIN. 

a. The Materiel Items tab displays two (2) data list tables.  The first contains general 
LIN information and the second contains detailed information about the selected LIN. 

b. Select the desired UIC from the UIC LOV. 

22 CFR 125.4(b)(3) applicable  
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7.4.1.1  Adding a Materiel Item. 

a. To add a materiel item to a LIN, select the LIN from the Asset Adjustment 
Materiel Item tab. 

b. Click the Insert button to open the New Materiel Item screen (Figure 7.4-2). 

 
Figure 7.4-2   New Materiel Item Screen 

Legend for Figure 7.4-2 
Field Label Field Name Description 
TYPE ACTION 
CODE 

Type Action Code The action to take place with the document. 
P = Post, S = Suspend 

FORM Form The type of form used to record the action. 
G/L DODAAC Gaining/Losing 

DODAAC 
The type of form used to record the action. If 
the form selected is 0362, 2408, 4697 or 
4949, the G/L DODAAC field is removed 
from the screen. 

DOC NUM Document Number  
NSN National Stock 

Number 
The number used to identify the materiel 
item type. 

SUB LIN Substitute LIN The substitute line item number for the item. 
ECS Equipment 

Concentration Site 
The Equipment Concentration Site code 
where the item is stored. 

O/H QTY On-Hand Quantity The quantity of the item being added. 
 

22 CFR 125.4(b)(3) applicable  
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c. Select the Type Action Code from the LOV.  The default is “P”. 

d. Select the required form from the Form LOV.  The default is “DD_0250”. 

e. Enter the Gaining or Losing DODAAC in the G/L DODAAC field. 

f. Enter the NSN of the new materiel item.  NSN is a mandatory field. 

g. If desired, enter a Sub LIN, Equipment Concentration Site and On-Hand 
Quantity. 

h. Click the Apply button to assign a document number and save the changes to 
the database. 

i. If the new item requires a serial, registration, or lot number, a partially complete 
Add Serial No/Registration No/Lot No screen appears (Figure 7.4-3). 

 
Figure 7.4-3   Add Serial No/Registration No/Lot No Screen 

j. Enter the required information and click Apply. 

k. The window will refresh to allow further input. 

l. Click Close to exit the process. 

NOTE:  For further information on the Add Serial No/Registration No/Lot No screen, see 
paragraph 7.6.1. 

22 CFR 125.4(b)(3) applicable  
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7.4.1.2  Modifying Materiel Items. 

a. To modify a materiel item associated with a LIN, choose the LIN and the materiel 
item from the Asset Adjustment Screen. 

b. Click Modify/Delete to open the Materiel Item Asset Adjustments screen 
(Figure 7.4-4). 

 
Figure 7.4-4   Materiel Item Asset Adjustments Screen 

Legend for Figure 7.4-4 
Field Label Field Name Description 
ADJUSTMENT 
ACTION 

Adjustment Action The action to take place with the 
document, Decrease or Increase. 

FORM Form The type of form used to record the 
action.  The type of form used to record 
the action.  If the form selected is 0362, 
2408, 4697 or 4949, the G/L DODAAC 
field is removed from the screen 

TYPE ACTION CODE Type Action Code The action to take place with the 
document.  P = Post, S = Suspend 

G/L DODAAC Gaining/Losing 
DODAAC 

The Department of Defense Activity 
Address Code for the gaining or losing 
unit. 

DJ QTY Adjustment 
Quantity 

The quantity to be added or subtracted.
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c. Select Increase or Decrease from the Adjustment Action LOV.  The default is 
“Decrease”. 

d. Select the required form from the Form LOV.  The default is “DD_0250”. 

e. Select P or S from the Type Action Code LOV.  The default is “P”. 

f. Enter the Gaining or Losing DODAAC in the G/L DODAAC field. 

g. Enter the adjustment quantity in the ADJ QTY field. 

h. Click the Apply button to assign a document number and save the changes to 
the database. 

i. If the action taken is an increase and the item requires a serial, lot, or registration 
number: 

(1) A partially complete Add Serial No/Registration No/Lot No screen appears 
(Figure 7.4-5). 

 
Figure 7.4-5   Add Serial No/Registration No/Lot No Screen 

(2) Enter the required information and click Apply. 

(3) The window will refresh to allow further input. 

(4) Click Close to exit the process. 

(5) For further information on the Add Serial No/Registration No/Lot No screen, 
see paragraph 7.6.1. 
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j. If the action taken is a decrease and the Type Action Code = ‘P’ and the item 
requires a serial, lot, or registration number: 

(1) A Serial No/Registration No/ Lot No Updates screen appears (Figure 7.4-
6). 

 
Figure 7.4-6   Serial No/Registration No/Lot No Updates Screen 

(2) To select a single item, click the specific row of the item to be deleted. 

(3) To select multiple items, hold down the Ctrl key and click the rows to be 
deleted (Figure 7.4-7). 

 
Figure 7.4-7   Serial No/Registration No/Lot No Updates Screen, Multiple Rows 

Selected 
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(4) To select a block of items, click the first row to be deleted, hold down the 
Shift key, and click the last row to be deleted (Figure 7.4-8). 

 
Figure 7.4-8   Serial No/Registration No/Lot No Updates Screen, Block of Rows 

Selected 

(5) Click the Delete button. 

(6) Click OK in the Delete confirmation box. 

(7) Click OK  

(8) Click Search to display the Serial No/Registration No/Lot No Updates 
search screen (Figure 7.4-9). 

 
Figure 7.4-9   Serial No/Registration No/Lot No Search Screen 

(a) Select the data element to search by from the Column Name LOV. 

(b) Enter the Value and then click the Find button. 

(c) Click Close to exit the search screen. 

22 CFR 125.4(b)(3) applicable  
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(9) Click Close to exit the screen. 

k. If the action taken is a decrease and the Type Action Code = ‘S’ and the item 
requires a serial, lot, or registration number: 

(1) A Serial No/Registration No/ Lot No Updates screen listing all assets 
having the selected NSN is displayed (Figure 7.4-10). 

 
Figure 7.4-10   Serial No/Registration No/Lot No Updates Screen 

(2) Click the asset to be removed. 

(3) Click the Continue button to add that item to the document. 

(4) Click the OK button on the dialog box. 

(5) Select another asset to be removed or click the Close button to exit the 
process. 

(6) Use the Suspense Actions tab (paragraph 7.4.2) to post the completed 
transaction. 
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7.4.1.3  Deleting Materiel Items. 

a. To delete a materiel item associated with a LIN, choose the LIN and the materiel 
item from the Asset Adjustment Screen. 

b. Click the Modify/Delete button to open the Materiel Item Asset Adjustments 
screen (Figure 7.4-11). 

 
Figure 7.4-11   Materiel Item Asset Adjustments Screen 

c. Enter the G/L DODAAC. 

d. Click the Delete button then click the Yes button in the delete confirmation box. 

e. Click the OK button on the document number confirmation box. 

22 CFR 125.4(b)(3) applicable  
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7.4.1.4  Materiel Items Search. 

a. To search for the database, click the Search button to display the Materiel Items 
Search screen. 

b. Select the data element to search by from the Column Name LOV (Figure 7.4-
12). 

 
Figure 7.4-12   Materiel Items Search Screen 

c. Enter the Value and then click the Find button. 

d. Click Close to exit the search screen. 

NOTE:  For further assistance with searches, see section 4. 
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7.4.1.5  Materiel Item Links.  The Asset Adjustment Materiel Item tab has two (2) links to 
other processes.  They are S/R/Lot Updates and System Component. 

a. Click S/R/Lot Updates to display the Serial No/Registration No/Lot Updates 
screen (Figure 7.4-13). 

 
Figure 7.4-13   Serial No/Registration No/Lot Updates Screen 

NOTE:  The Serial No/Registration No/Lot Updates process is discussed in paragraph 
7.6 of this section. 
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b. Click the System Component tab to display the Systems Component Listing 
screen (Figure 7.4-14) 

 
Figure 7.4-14   Systems Component Listing Screen, Component Query Tab 

NOTE: The Systems Component Listing process is discussed in section 8 of the 
manual. 
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7.4.2  Suspense Actions Tab. The Suspense Actions tab is used to update or post 
suspended asset adjustment documents. 

a. Click Suspense Actions to display the Asset Adjustments screen, Suspense 
Actions tab (Figure 7.4-15). 

 
Figure 7.4-15   Asset Adjustments Screen, Suspense Actions Tab 

b. If the document data fails to appear, click the Refresh button. 

c. Select the document number from the DOC NUM LOV. 

d. Select the Type Action Code from the Type Act Code LOV. 

Code Definition 
C Cancel 
S Suspend 
P Post 

 
e. Click Apply to save the changes to the database. 

22 CFR 125.4(b)(3) applicable  
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f. To search for the database for specific items: 

(1) Click the Search button to display the Suspense Actions Search screen. 

(2) Select the data element to search by from the Column Name LOV (Figure 
7.4-16). 

 
Figure 7.4-16   Suspense Actions Search Screen 

(3) Enter the Value and click the Find button. 

(4) Click Close to exit the search. 

NOTE:  For further assistance with searches, see section 4. 
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7.5  Lateral Transfers.  Use this process to transfer materiel items between units. 

a. From the Property Book menu, click Lateral Transfer to display the Lateral 
Transfer screen, Materiel Items tab (Figure 7.5-1). 

 
Figure 7.5-1   Lateral Transfer Screen, Materiel Items Tab 
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b. The Materiel Items tab is divided into three (3) data areas, as shown in figure 7.5-
2. 

 

1 

2 

3

 
Figure 7.5-2   Lateral Transfer Screen, Materiel Items Tab 

Legend for Figure 7.5-2 
1 LIN Lists the Line Item Numbers belonging to the selected unit. 
2 LIN Detail Details the items associated with the selected LIN. 
3 Selection  Lists the individual items selected for transfer. 
 
7.5.1  Creating a Lateral Transfer. 

a. Select the UIC of the losing unit from the Losing Unit LOV. 

b. Enter the UIC of the gaining unit in the Gaining Unit field. 

c. Select the LIN to transfer. 

d. If the LIN has uniquely identified materiel items (i.e. serial number, registration 
number, or lot number), select the item from the LIN detail area. 

22 CFR 125.4(b)(3) applicable  
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e. After highlighting the item to transfer, click the Select button to add the item to 
the selection list (Figure 7.5-3). 

 
Figure 7.5-3   Lateral Transfer Screen, Materiel Items Tab, Items Selected 

f. Once all items for transfer are selected, click the Apply button to assign the 
document number and save to the database. 

g. Click the OK button to close the dialog box (Figure 7.5-4). 

 
Figure 7.5-4   Lateral Transfer Dialog Box 

22 CFR 125.4(b)(3) applicable  
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h. To search the database for specific items: 

(1) Click the Search Asset button to display the Material Items Search screen 
and search for LINs and NSNs  (Figure 7.5-5). 

 
Figure 7.5-5   Materiel Items Search Screen 

(2) Click the Search Asset Detail button to display the Materiel Items Asset 
Detail Search screen and search for the specific assets (Figure 7.5-6). 

 
Figure 7.5-6   Materiel Items Asset Detail Search Screen 

(3) Select the data element to search by from the Column Name LOV. 

(4) Enter the Value and click the Find button. 

(5) Click Close to exit the search screen. 

NOTE:  For further assistance with searches, see section 4. 
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7.5.2  Outgoing Suspense Actions. 

a. Click Outgoing Suspense Actions on the Lateral Transfer screen, to display 
the Outgoing Suspense Actions tab (Figure 7.5-7). 

 
Figure 7.5-7   Lateral Transfer Screen, Outgoing Suspense Actions Tab 

b. Click the DOC NUM LOV to select the document number. 

c. If the document data fails to appear, click the Refresh button. 

d. The data fields are populated automatically by the system. 

e. Select the Type Action Code from the LOV.  “S” is the default. 

Code Definition 
C Cancel 
S Suspend 

 
f. Enter a losing quantity if it is different from the losing on-hand quantity.  The 

losing quantity cannot equal zero nor be greater than the losing on-hand quantity. 

g. If canceling or suspending the action, click the Apply button to save the changes 
to the database. 

h. To print a DA Form 3161, click Generate Form and follow the prompts. 

i. To print the Unit Transfer Listing, click Print. 

NOTE:  For more information on printing with Excel, see section 4. 
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j. To post the transfer: 

(1) Adjust the Losing O/H Qty, if necessary. 

(2) Click the Apply button. 

(3) Click the Generate Form button and follow the prompts to print a DA Form 
3161. 

(4) Click the Notify Gaining PBO button. 

(5) Click the OK button in the dialog box to complete the transfer (Figure 7.5-8). 

 
Figure 7.5-8   Notify Gaining PBO Dialog Box 

k. To search the database for specific documents: 

(1) Click the Search button to display the Outgoing Suspense Actions Search 
screen. 

(2) Select the data element to search by from the Column Name LOV (Figure 
7.5-9). 

 
Figure 7.5-9   Outgoing Suspense Actions Search Screen 

(3) Enter the Value and click the Find button. 

(4) Click Close to exit the search screen. 

NOTE:  For further assistance with searches, see section 4. 
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7.5.3  Incoming Suspense Actions. 

a. Click Incoming Suspense Actions on the Lateral Transfer screen to display 
the Incoming Suspense Actions tab (Figure 7.5-10). 

 
Figure 7.5-10   Lateral Transfer Screen, Incoming Suspense Actions Tab 

Legend for Figure 7.5-10 
Field Label Field Name Description 
GAINING LIN Gaining LIN The LIN of the transferred item. 
GAINING SUBLIN Gaining Substitute 

LIN 
The substitute LIN for the transferred 
item. 

GAINING PBIC Gaining PBIC The Property Book Identification Code 
of the transferred item. 

GAINING ECS Gaining Equipment 
Concentration Site 

The ECS receiving the transferred 
item. 

GAINING QTY Gaining Quantity The number of items transferred.  The 
gaining quantity cannot equal zero nor 
be greater than the losing quantity. 

 
b. Click the Losing DOC NUM LOV to select the document number. 

c. The data fields are populated automatically by the system. 

22 CFR 125.4(b)(3) applicable  
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d. Select the Type Action Code from the LOV.  “S” is the default. 

Code Definition 
C Cancel 
P Post 
S Suspend 

 
e. Complete the remaining fields as necessary. 

f. Click the Apply button to save the changes to the database. 

g. To search the database for specific items: 

(1) Click the Search button to display the Incoming Suspense Actions search 
screen. 

(2) Select the data element to search by from the Column Name LOV (Figure 
7.5-11). 

 
Figure 7.5-11   Incoming Suspense Actions Search Screen 

(3) Enter the Value and click the Find button. 

(4) Click Close to exit the search screen. 

NOTE:  For further assistance with searches, see section 4. 
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7.6  Serial No., Registration No., Lot Updates.  Use this process to add or delete serial, 
registration, or lot numbered items. 

a. From the Property Book menu, click Serial No., Registration No., Lot Updates 
to open the Serial No/Registration No/Lot Updates screen (Figure 7.6.1). 

 
Figure 7.6-1   Serial No/Registration No/Lot Updates Screen 

22 CFR 125.4(b)(3) applicable  
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b. The Serial No/Registration No/Lot Updates screen has three (3) sections, as 
displayed in the following screen (Figure 7.6-2). 

 

1

2

 
Figure 7.6-2   Serial No/Registration No/Lot Updates Screen 

Legend for Figure 7.6-2 
Number Data Area Function 
1 LIN Lists the Line Item Numbers belonging to the selected unit. 
2 LIN Detail Details the items associated with the selected LIN. 
 

c. Select the UIC from the LOV to display the unit’s records. 

22 CFR 125.4(b)(3) applicable  
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7.6.1  Adding a Record. 

a. Locate the LIN that the item will be added to, then click the Insert button to 
display the Add Serial No/Registration No/Lot No screen (Figure 7.6-3). 

 
Figure 7.6-3   Add Serial No/Registration No/Lot No Screen 

Legend for Figure 7.6-3 
Field Label Field Name Description 
Form Form The type of form used to record the action. 

If the form selected is 0362, 2408, 4697 or 
4949, the G/L DODAAC field is removed 
from the screen 

DOC NUM Document Number The authorization document number. 
Mandatory Field 

G/L DODAAC Gaining/Losing 
DODAAC 

The Department of Defense Activity 
Address Code for the gaining or losing 
unit.  Mandatory Field. 

SERIAL NUM Serial Number The serial number used to identify the 
specific materiel item 

REGISTRATION 
NUM 

Registration 
Number 

The registration number used to identify 
the specific item 

LOT NUM Lot Number The number identifying the lot from which 
it was issued. 

LOT QTY Lot Quantity The quantity items belonging to the lot. 

22 CFR 125.4(b)(3) applicable  
7-52 



AIS Manual GCSS-A/T PBUSE EM 
1 January 2003 

 
 

 
DETECT SN Detector Serial 

Number 
The number used to identify a specific 
NBC detector. 

SYS NUM System Number The number that identifies the system to 
which the item belongs. 

ACQ COST Acquisition Cost The cost of the item at the time it was 
acquired. 

ECS Equipment 
Concentration Site 

The Equipment Concentration Site code 
where the item is stored. 

ACQ DATE Acquisition Date The date the item was acquired. 
 

b. Enter the document number from the authorizing document in the DOC NUM 
field.  This is a mandatory entry. 

c. Enter the Gaining or Losing DODAAC in the G/L DODAAC field.  This is a 
mandatory entry. 

d. Enter data in the appropriate fields then click the Apply button to save the 
changes. 

7.6.2  Deleting a Record. 

a. Locate the LIN that the item will be added to, then click the Delete button to 
display the Delete Serial No/Registration No/Lot No screen (Figure 7.6-4). 

 
Figure 7.6-4   Delete Serial No/Registration No/Lot Updates Screen 

b. Enter the document number in the Doc No field. 

c. Select the form number from the Form LOV. 
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d. Enter the DODAAC in the DODAAC field. 

e. Select the items to be deleted. 

(1) To select a single item, click the specific row of the item to be deleted. 

(2) To select multiple items, hold down the Ctrl key and click the rows to be 
deleted (Figure 7.6-5). 

 
Figure 7.6-5  Serial No/Registration No/Lot No Updates Screen, Multiple Rows Selected 

(3) To select a block of items, click the first row to be deleted, hold down the 
Shift key, and click the last row to be deleted (Figure 7.6-6). 

 
Figure 7.6-6  Serial No/Registration No/Lot No Updates Screen, Block of Rows Selected 

22 CFR 125.4(b)(3) applicable  
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f. Click the Delete button. 

g. Click OK in the Delete confirmation box. 

h. Click Search to display the Serial No/Registration No/Lot No Updates Search 
screen (Figure 7.6-7). 

 
Figure 7.6-7   Serial No/Registration No/Lot No Search Screen 

(1) Select the data element to search by from the Column Name LOV. 

(2) Enter the Value and then click the Find button. 

NOTE:  For further assistance with searches, see section 4. 

i. Click Close to exit the screen. 

7.6.3  Serial No/Registration No/Lot No Search.  Use this function to find specific items 
in the database. 

a. Click the Search button to display the Serial No/Registration No/Lot No 
Search screen. 

b. Select the data element to search by from the Column Name LOV (Figure 7.6-
8). 

 
Figure 7.6-8   Serial No/Registration No/Lot No Search Screen 

c. Enter the Value and click the Find button. 
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d. Click Close to exit the search screen. 

NOTE:  For further assistance with searches, see section 4. 

7.7  Unit Transfer/Task Force/Split Operations.  Use these processes to extract a unit or 
activity’s property book data, either in part or in its entirety, when a unit or activity 
transfers to another property book or station operating GCSS-A/T SPR. 

7.7.1  Unit Transfer.  Use this process to transfer an entire unit’s property book data to 
another unit. 

a. It is extremely important to take the following actions before processing a Unit 
Transfer transaction: 

(1) Print a current due-in listing for each UIC using the Activity Register Report 
(A0_) process.  Use this listing to determine AC_ and AM_ candidates. 

(2) Prepare AM_ transactions, using the MILSTRIP Mass Modifications process, 
for all due-in requests being diverted to the new station.  Change the Supplementary 
Address to reflect the new ship-to destination. 

(3) Prepare AC_ transactions, using the MILSTRIP Mass Cancellations process, 
for unwanted due-in requests not being diverted to the new station; Unit Transfer only. 

(4) Use the Outgoing Suspense Actions (Paragraph 7.7.6) and Incoming 
Suspense Actions (Paragraph 7.7.8) tabs to either cancel or complete suspense actions 
before processing the transfer. 

(5) Make a complete review of the Primary Hand Receipt and the System 
Component Listing.  Determine the on-hand quantities of items not accompanying the 
unit upon transfer. 

(6) Dispose of unwanted, non-deployable property by lateral transfer or by turn-in 
to SSA. 

(7) Obtain the data required for the new duty station.  This data applies to the unit 
or activity assignment at the new duty station. 

22 CFR 125.4(b)(3) applicable  
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b. From the Property Book menu, click Unit Transfer/Task Force/Split 
Operations to display the Unit Transfer/Task Force/Split Operations screen, Unit 
Transfer tab (Figure 7.7-1). 

 
Figure 7.7-1   Unit Transfer/Task Force/Split Operations Screen, Unit Transfer Tab 

Legend for Figure 7.7.1 
Field Label Field Name Description 
Parent UIC Parent Unit Identification 

Code 
Identifies the upper echelon unit of an 
organization 

CAC Command Assignment 
Code 

Identifies the command level or property 
book identification of the unit 

Station Name Station Name Identifies the location of the unit. 
TOC Type Organization Code Identifies the source document for 

equipment authorizations 
UAC Unit Assignment Code Identifies the assignment status of a unit 
 

c. Select a UIC from the Select UIC To Transfer LOV. 

d. The system automatically fills the Losing – Unit Data section. 

e. Enter the gaining unit UIC in the Parent UIC field. 

22 CFR 125.4(b)(3) applicable  
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f. Make changes to the TOC, CAC, UAC, and Station name, as necessary (Figure 
7.7-2). 

 
Figure 7.7-2   Unit Transfer Tab, Gaining Unit Data Entered 

g. Click the Apply button to save the changes to the database. 

h. When the dialog box appears, click the OK button. 

i. At the gaining unit, the transferred UIC must be added to the User Roles and 
Permissions. See section 5 for further information. 

22 CFR 125.4(b)(3) applicable  
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7.7.2  Unit Transfer Search.  Use this function to find specific units in the database. 

a. Click the Search button to display the Unit Transfer Search screen. 

b. Select the data element to search by from the Column Name LOV (Figure 7.7-
3). 

 
Figure 7.7-3   Unit Transfer Search 

c. Enter the Value and click the Find button. 

d. Click Close to exit the search screen. 

NOTE:  For further assistance with searches, see section 4. 

7.7.3  Task Force/Split Operations.  Use this process to transfer a portion of a unit’s 
property book data to a derivative unit. 

a. Prior to performing the Task Force/Split Operations process: 

(1) Use the Create Derivative UIC (DUIC) process to create the gaining UIC. 
Ensure the proper Task Force Code and PBIC are entered.  See paragraph 5.5.3 for 
more information. 

(2) Add support data to the DUIC, i.e. DODAAC. See paragraph 5.4 for more 
information. 

(3) Print and review the UIC Hand Receipt Listing (Paragraph 8.2.1) and System 
Component Listing (Paragraph 8.2.3).  Determine the quantities of items to be left at the 
home station. 

22 CFR 125.4(b)(3) applicable  
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b. Click the Task Force/Split Operations tab to display the Task Force/Split 
Operations, Materiel Items tab (Figure 7.7-4). 

 
Figure 7.7-4   Unit Transfer/Task Force/Split Operations Screen, Task Force/Split 

Operations Materiel Items Tab 

22 CFR 125.4(b)(3) applicable  
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c. The Materiel Items tab is divided into two frames with three (3) data areas, as 
shown in figure 7.7-5. 

 

1 

2 

3

 
Figure 7.7-5   Unit Transfer/Task Force/Split Operations Screen, Task Force/Split 

Operations Materiel Items Tab 

Legend for Figure 7.7-5 
1 LIN Lists the Line Item Numbers belonging to the selected unit. 
2 LIN Detail Details the items associated with the selected LIN. 
3 Selection  Lists the individual items selected for transfer. 
 

d. Click the Losing UIC field and select the unit. 

e. The system automatically displays the unit’s property book data below the 
Losing UIC field. 

f. Click the Task Force Cd LOV to select the desired task force.  The task force 
selected affects the gaining UIC selection. 

g. Click the Gaining UIC LOV to select a UIC. 

h. Highlight the LIN to transfer. 

22 CFR 125.4(b)(3) applicable  
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NOTE:  The Task Force Codes and Gaining UICs displayed may belong to any 
installation in the world.  Ensure the selected Task Force Code and Gaining UIC are 
correct. 

i. If the LIN highlighted has serial, registration, lot, or system numbers, they are 
displayed below the property book data. 

j. Highlight the item to transfer and click the Select button. 

k. Items selected for transfer appear under the Gaining UIC. 

l. If an item in the selection list needs to be removed, highlight the item then click 
the Delete button. 

m. When the selection list is complete, click the Apply button to receive the 
document number.  The document is added to the Activity Register with a DIC of ZRF. 

n. Click the OK button to close the dialog box. 

7.7.4  Task Force/Split Operations Search.  The Task Force/Split Operations Materiel 
Items tab contains the Asset Search function for finding generalized items, and Search 
Asset Detail for finding specific items. 

a. Click the Search Asset button to display the Task Force/Split Operations 
Materiel Item Search screen (Figure 7.7-6). 

 
Figure 7.7-6   Materiel Items Search Screen 

b. Click the Search Asset Detail button to display the Task Force/Split 
Operations Materiel Item Asset Detail Search screen, to search for specific assets 
(Figure 7.7-7). 

 
Figure 7.7-7   Materiel Items Asset Detail Search Screen 
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c. Select the data element to search by from the Column Name LOV. 

d. Enter the Value and click the Find button. 

e. Click Close to exit the search screen. 

NOTE:  For further assistance with searches, see section 4. 

7.7.5  Materiel Item Links.  The Materiel Items tab links to the MILSTRIP Mass 
Modification screen. 

a. Click Due In Records to display the MILSTRIP Mass Modification screen 
(Figure 7.7-8). 

 
Figure 7.7-8   MILSTRIP Mass Modification Screen 

b. This screen is used to send modifications on open supply documents. 

NOTE:  The MILSTRIP Mass Modification process is discussed in section 9. 
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7.7.6  Outgoing Suspense Actions.  Use this process to clear all outgoing suspense 
records after performing the Task Force/Split Operations process. 

a. Click Outgoing Suspense Actions to display the Outgoing Suspense Actions 
tab (Figure 7.7-9). 

 
Figure 7.7-9   Unit Transfer/Task Force/Split Operations Screen, Outgoing Suspense 

Actions Tab 

b. Click the Doc Num LOV and select the desired suspense document. 

c. If the document data fails to appear, click the Refresh button. 

d. To transfer the suspense document to the designated Task Force unit, perform 
the following steps: 

(1) Make the changes to the Losing Qty field, as necessary. 

(2) Click the Apply button. 

(3) Click the Generate Form button and follow the prompts to print the DA Form 
3161. 

(4) Click the Notify Gaining PBO button to transmit the task force transfer 
document to the DUIC. 
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(5) Click OK on the Outgoing Suspense Actions Notify Gaining PBO dialog 
box (Figure 7.7-10). 

 
Figure 7.7-10   Outgoing Suspense Actions Notify Gaining PBO Dialog Box 

(6) Click the OK button on the dialog box. 

NOTE:  The gaining unit must post the transaction using the Incoming Suspense 
Actions in order to successfully complete the transfer.  If the gaining unit cancels the 
incoming suspense document, the document number will reappear in the Outgoing 
Suspense Actions Doc Num LOV and should be cancelled. 

e. To cancel the suspense action, perform the following steps: 

(1) Chose “C” from the Type Act Code LOV. 

(2) Click the Apply button. 

(3) Click the Yes button on the Outgoing Suspense Actions Delete 
confirmation box (Figure 7.7-11). 

 
Figure 7.7-11   Outgoing Suspense Actions Delete Confirmation Box 

(4) Click the OK button on the dialog box. 

f. To print a Task Force Listing, click print to display an Excel screen. 

NOTE:  For more information about printing with Excel, see section 4. 
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7.7.7  Outgoing Suspense Actions Search.  Use this function to locate specific outgoing 
suspense items. 

a. Click the Search button to display the Unit Transfer Search Screen. 

b. Select the data element to search by from the Column Name LOV (Figure 7.7-
12). 

 
Figure 7.7-12   Outgoing Suspense Actions Search Screen 

c. Enter the Value and click the Find button. 

d. Click Close to exit the search screen. 

NOTE:  For further assistance with searches, see section 4. 
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7.7.8  Incoming Suspense Actions.  Use this process to accept or reject incoming 
suspense records created by the Task Force/Split Operations process. 

a. Click Incoming Suspense Actions to display the Incoming Suspense Actions 
tab (Figure 7.7-13). 

 
Figure 7.7-13   Unit Transfer/Task Force/Split Operations Screen, Incoming Suspense 

Tab 

b. Click the Doc Num LOV and select the desired suspense document. 

c. To post an incoming suspense action, perform the following steps: 

(1) Chose “P” from the Type Act Code LOV. 

(2) Click the Apply button. 

(3) Click the OK button on the Document Number dialog box. 

d. After posting an incoming suspense action: 

(1) Print and review the Hand Receipt and the System Component Listing of the 
DUIC (Paragraph 8.2.1.3) and verify all transferred property was posted. 

(2) Update the DUIC parameter tables (Paragraph 5.8). 

(3) Update the DUIC and Permanent UIC budget data (Paragraph 5.6). 
Performed only at the unit level. 

(4) To continue with Standalone procedures, see Appendix E. 
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e. To cancel an incoming suspense action, perform the following steps: 

(1) Chose “C” from the Type Action Code LOV. 

(2) Click the Apply button. 

(3) Click the OK button on the confirmation box. 

7.7.9  Incoming Suspense Actions Search.  Use this function to locate specific incoming 
suspense action items. 

a. Click the Search button to display the Unit Transfer Search Screen. 

b. Select the data element to search by from the Column Name LOV (Figure 7.7-
14). 

 
Figure 7.7-14   Incoming Suspense Actions Search Screen 

c. Enter the Value and click the Find button. 

d. Click Close to exit the search screen. 

NOTE:  For further assistance with searches, see section 4. 
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7.8  UIC Change Transaction.  These processes are used to change an individual unit 
UIC, all UICs in a battalion, or merge two existing UICs. 

7.8.1  UIC Change.  Use this process to change a single unit’s UIC throughout the 
system. 

a. Select UIC Change to display the UIC Change screen (Figure 7.8-1). 

 
Figure 7.8-1   UIC Change Screen 
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b. Click the Find UIC button to display the UIC Search screen (Figure 7.8-2). 

 
Figure 7.8-2   UIC Search Screen 

c. Click the UIC to select the unit.  If no UICs appear, enter a complete, or partial, 
UIC in the UIC field and click the GO button. 

d. The system completes the Change From: fields (Unit, TOC, and MTOE/TDA) 
and fills the Change To: TOC field. 
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e. Enter the New UIC, Unit, and MTOE/TDA (Figure 7.8-3).  If desired, select a 
new TOC using the LOV. 

 
Figure 7.8-3  UIC Change Screen, Data Entered 

f. Click the Apply button to execute the UIC Change process. 

g. Click the OK button on the Successful Change dialog box. 

h. Click the OK button on the UIC Change Document Number dialog box. 

i. Click Close to exit the screen. 
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7.8.2  UIC Mass Change.  Use this process to change all UICs in a battalion. 

a. Select UIC Mass Change to display the following UIC Mass Change screen 
(Figure 7.8-4). 

 
Figure 7.8-4   UIC Mass Change Screen 

b. Enter the first four positions of the changing UIC in the Old UIC field. 

c. Enter the New UIC, TOC, and MTOE/TDA. 

d. Click the Apply button to execute the UIC Mass Change process. 

e. Click the OK button on the confirmation box. 

22 CFR 125.4(b)(3) applicable  
7-72 



AIS Manual GCSS-A/T PBUSE EM 
1 January 2003 

 
 

7.8.3  UIC Merge.  Use this process to merge two units’ information into one unit. 
Typically used to consolidate a unit after a task force or split operations deployment. 

a. From the Property Book Menu, select UIC Merge to display the UIC Merge 
screen (Figure 7.8-5). 

 
Figure 7.8-5   UIC Merge Screen 

22 CFR 125.4(b)(3) applicable  
7-73 



AIS Manual GCSS-A/T PBUSE EM 
1 January 2003 

 
 

b. To select the Old UIC: 

(1) Click the Find UIC button to display the UIC Search screen (Figure 7.8-6). 

 
Figure 7.8-6   UIC Search Screen 

(2) Click the UIC to select the unit.  If no UICs appear, enter a complete, or 
partial, UIC in the UIC field and click the GO button. 

c. The system completes the Merge From: Unit, TOC, and MTOE/TDA data. 

22 CFR 125.4(b)(3) applicable  
7-74 



AIS Manual GCSS-A/T PBUSE EM 
1 January 2003 

 
 

22 CFR 125.4(b)(3) applicable  
7-75 

d. To select the New UIC: 

(1)  Click the Find UIC button to display the UIC Search screen (Figure 7.8-6). 

(2) Click the UIC to select the unit.  If no UICs appear, enter a complete, or 
partial, UIC in the UIC field and click the GO button. 

e. The system completes the Merge From: Unit, TOC, and MTOE/TDA data 
(Figure 7.8-7). 

 
Figure 7.8-7   UIC Merge Screen, Data Entered 

f. Click the Apply button to execute the UIC Merge process. 

NOTE:  If the merge fails due to duplicate serial numbers, use the Materiel Item 
Rollup, Search/View Materiel Item tab to display the list of duplicate serial numbers. 
See Section 11 paragraph, 11.2.6 for further details. 

g. Click the OK button on the Successful Merge dialog box. 

h. Click the OK button on the Document Number dialog box. 

i. Click Close to exit the UIC Merge screen. 
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